
Creating a Provisional Voucher 

These instructions are to be used when a 
consent and referral has already been 
created for the agency. 

 

 

1. Getting here: Login, select the Facility, select 

Client List on the Navigation Pane (left menu) 

to generate the Client Search Screen, find 

client, select Activity List. 

 

 

2. Review the Referral of the agency you are 

creating a provisional voucher for. 
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3. Select Authorizations on the Navigation Pane 

under Referral. 

 

 

4. Select Add New Authorization Record. 
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5. Update the Date Approved and the Effective 

Date if necessary.  These dates MUST NOT 

predate the Referral Date. 

 

 

6. Enter the End Date. 

 

 

7. Select Save. 

 

 

8. Select Add Service. 

 

 

 

 
 

 



 

 

 
4 

9. Select the Service (the # of Authorized Units 

will populate based on the service that is 

selected.)   

 

 

10. Select Finish. 

 

 

11. Repeat steps 7 and 8 for any additional services 

that are needed.  

 

 

12. Select Finish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


